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Training Materials and Resources

After reviewing this Reports Catalog, if any additional information or guidance is needed, please refer to
the following:

1 Cardinal SW NAV220 Cardinal Reporting: This Instructor Led Training (ILT) course provides
training, demonstrations, and exercises that cover the fundamentals of how to run or access
report and queries. Additionally, it covers how to perform inquiries. The course document
provides:

T Key concepts in Cardinal reporting

1 Information on how to access the Query Viewer to search, run, and access query results
online or by download

Information on how to perform inquiries to access details about an item or transaction in
Cardinal

I Basic information about types of reports and how to access the different types of reports

Information on how to run and check the status of ad hoc reports

Information on how to access nVision reports and how to use the Drilldown feature

Information on how to run Bl Publisher and PSJob reports and access them through the
Report Manager

I References for additional Resources, Job Aids, and Key Terms

Exercises which provide hands-on practice to run/access reports, inquiries or queries
(provided in the ILT course only)

Note: This resource document is located on the Cardinal website and can be accessed by
following this path:

Training > Course Materials > Statewide > SW_Financials > SW_Overview: Navigation,
Reporting and Approvals > NAV220: Cardinal Reporting
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Project Accounting

<This page is intended to be blank>
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Project Accounting Inquiries

<This page is intended to be blank>
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Employee Costs by Activity Inquiry
REVISED: 03/02/2017

DESCRIPTION:
This inquiry is used to review employee time and costs by activity.

NAVIGATION PATH:
Main Menu > Project Costing > Review Costs > Accumulated Costs > Employee Costs by Activity

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online

Project

Activity

WBS ID

Project Description
Activity Description
Activity Type

Status as of Effective Date
Activity Owner

New Milestone

Screenshot of the Employee Costs by Activity Inquiry - Search Page

Favorites = | Main Menu » Project Costing » » Review Costs = > Accumulated Costs » > Employes Costs by Activity

Employee Costs by Activity

Enter any information you have and click Search. Lesve fields blank for a list of all valuss.

Find an Existing Value

Search Criteria

Business Unit 50100
Project[ begins with w | 0000095952
sctviy{begins wi v |
wes 1D
Projsct Description| begins with ~ |
Activity Description [ begins with w |
oty Tyoe[beginevith V] a
Status as of Effective Date[= v v
Activity Owner

Hew Milsstone|= v] |

Je e

o

[Ccase Sensitive
Limit the number of regults to {up to 300): |300

- -
| Seach || Clear |Basic Search [27 Save Ssarch Criteria

Search Results

igw All First ‘4 1-100cf23e ‘b Last
Business Unit  Project  Row Humber WBS Il Acfivity Project Description Activity Description Activity Type Status as of Effective Date Activity Owner New Milestone
50100 0000085952 3 1.1.1 | 802 028-071-6&1,P101,R201,C501 PE/Consir - Constron PE Job 8101 Inactive (blank) (blank)
50100 0000085952 4 112 808  DO29-071-651,P104,R201,C501 Advanced RANV Prior fo Acq. 8101 Inaciive (blank) (blank)
50100 0000085952 5 113 807  DO028-071-651,P10M R201,C501 RAW Stakeout for Cond. and App S101 Inaciive (blank) (blank)
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Screenshot of the Employee Costs by Activity Inquiry Page

Favorites = | Main Menu - » Project Costing = > Review Costs = @ Accumulated Costs » > Employes Costs by Activity

Employee Costs by Activity

Project 0000095952 Description 002%-071-881,P101 R201,C501
Activity 602 Description
Employee Costs by Activity Perzonalize | Find | “iew All | 5‘| E‘ First ‘1’ 1-50f20 '*' Last
Analysis Type Currency ;:2:;_& Quantity Amount
BLD S0 HUR 24.00 853.40
BLD 00073599100 USD HUR 16.00 BE9.76
Lo 00163927400 USD HUR 4.00 108.50
BLD 00164650300 USD HUR 4.00 140.34
8LDO 00219329200 USD HUR 13.00 411.68

| @ Return to Search | |[=] Motify |
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Employee Costs by Project Inquiry
REVISED: 03/02/2017

DESCRIPTION:
This inquiry is used to review employee time and costs by project.

NAVIGATION PATH:
Main Menu > Project Costing > Review Costs > Accumulated Costs > Employee Costs by Project

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online

Project

Description

Screenshot of the Employee Costs by Project Inquiry i Search Page

Favorites + Main Menu = » Project Costing~ > Review Costs» >  Accumulated Costs » > Employee Costs by Project

Employee Costs by Project

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

- Search Criteria

Business Unit[= ] 50100 Q,

Project| begins with s (/35852 o'}

Description| begins with

[Jcase Sensitive
Limit the number of results to (up to 200); |300
| Search || Clear | Basic Search EF Save Search Criteria
Search Results
View All First ‘& 1or1 ‘% Last
Busziness Uni Project Description Project Type
50100 0000D25052§0029-071-621,P101,R201,C501 CONST
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Screenshot of the Employee Costs by Project Inquiry Page

Employee Costs by Project

Project 0000095952

Employee Costs by
Project

Analysis Type Employee ID Currency

ACT usD
ACT usD
ACT usD
BLD usD
BLD usD

(2 Return to Search | |=] Notify

Description 0029-071-631,P101,R201,C301

Personalize | Find | View100 || E¥  First ‘U 1501287

Unit of

Measure Quantity

Favoritesy = Main Menu v > ProjectCostingw > ReviewCostsw > Accumulated Costs v >

P Last
Amount

303.05
102.60

35.00
303.05

35.00

Employee Costs by Project

Rev 08/9/2021
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Flexible Analysis Template
< UNDER CONSTRUCTION T Content will be available soon >
REVISED: 03/02/2020

DESCRIPTION:

This template is used specify the analysis types that the system uses to gather project costs. You must
create a template before you can perform flexible analysis. A Flexible Analysis Inquiry provides a view
of activity costs based on the analysis groups that are specified in the flexible analysis template.

You can save a template as a user default to save time performing flexible analyses or can modify
flexible analysis templates as required..

NAVIGATION PATH:
Main Menu > Project Costing > Flexible Analysis Template

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online
Template

Analysis Group

Screenshot of the Flexible Analysis Inquiry 1 Search Page

Favorites = ‘ Main Menu - » Project Costing~ >  Flexible Analysis Template

Flexible Analysis Template

User ID PPS1_JANIS.HANNUKSELA Name HANMUKSELA, JANIS

Business Unit 15100
Template [NEXT U] Public
*Description |FLEXIBLE_ANALYSIS_TEMPLATE_TST

Flexible Analysis Template Personalize | Find | View Al | 2| First ‘4’ 1-20f2 "B Last
MNumber Analysis Group Field Heading

1| [ALL @, [All Analysis Types # [=]

2| [PSBLD @ [Billing to Projects =]

Return To Flexible Analysis

[E|save ||[=7] Motify |4 Add
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Flexible Analysis Inquiry
REVISED: 03/01/2017

DESCRIPTION:

This inquiry is used to review current project data from the project summary tables. It provides a view
of activity costs based on the analysis groups that are specified in a flexible analysis template.

You must create a template before you can perform flexible analysis. Templates specify the analysis
types that the system uses to gather project costs. You can save a template as a user default to save
time performing flexible analyses or can modify flexible analysis templates as required.

NAVIGATION PATH:
Main Menu > Project Costing > Interactive Reports > Flexible Analysis

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online

Project

Description

Project Type

ADDITIONAL INFORMATION:

You must create a flexible analysis template before you can perform flexible analysis. Templates
specify the analysis types that the system uses to gather project costs. You can save a template as a
user default to save time performing flexible analyses or you can modify flexible analysis templates as
required

Screenshot of the Flexible Analysis Inquiry i Search Page

Favorites = | Main Menu + > Project Costing » > Interactive Reports » > Flexible Analysis

Flexible Analysis

Enter any informaticn you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Business Unit[= v 50100
Project 0000003412
Description
Project Type Q

[l Case Sensitive
Limit the number of results to (up to 300): |300

Jeye

=]
Search Clear | Basic Search &7 Save Search Criteria

Search Resulis

View All First ‘&' 1of1 ‘2 Last
Business Unit  Project Description Project Type
50100 0000003412 0642011P14 CONST
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Screenshot of the Flexible Analysis Inquiry Page

Favontes v Main Menu v > Project Costing v ? Interactive Reports v * Flexible Analysis

Flexible Analysis

Project 0000003412 Description 0642011P14

Flexible Analysis Cost S :User T late : 2 7 =
7 e ANAYSIS BOSt Summary - TSer TemMPI " personalize | Find View Al | | BB Fist 4 101 b Last
Project All Analysis Types Billing to Projects
0000003412 $1,300,820.54
Flexible Analysis Template
@ Retum to Search | 1] PreviousinList | 4] NextinList | Notify
Screenshot of the Flexible Analysis Inquiry Page (continued)
Favorites » ‘ Main Menu v ? Project Cosling » 7 Interactive Reports v * Flexible Analysis
Flexible Analysis
Project 0000003412 Description 0642011P14
0000003412
Flexible Analysis Cost Summary : User : : ™ :
Template : 7 y vy Personalize | Find | View All | @I B First ‘4 1-30f3 '} Last
Activity 1D Summary All Analysis Types Billing to Projects
9104 v $565,485.77
9320 v $650,410.27
9420 v $84,924.50
Flexible Analysis Template
[ah Return to Search || 1] Previousin List = i[7] Nextin List =] Notify
Rev 08/9/2021 Page 14 of 144
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Screenshot of the Flexible Analysis Inquiry Page (continued)

Favorites v

Main Menu v

Flexible Analysis

Project 0000003412

0000003412

Flexible Analysis Cost Summary : User Template :

> Project Costing v * Interactive Reports v > Flexible Analysis

Description 0642011P14

* 9104

- Personalize | Find | View All | & | E& First ‘4 10of1 ‘2 Last
Activity ID Summary All Analysis Types Billing to Projects
174! v $565,485.77
Flexible Analysis Template
[ah Retumn to Search ||t | Previous in List | NextinList ||IZ]Notify |
Screenshot of the Flexible Analysis Inquiry Page (continued)
Favorites = Main Menu = * Project Costing = * Interactive Heports = *  Fladble Analysis
Flexible Analysis
Project 0000003412 Description 0642011P14
0000003412 -
%‘f:;:;:‘f‘;‘”s‘s Costu e S Personalize | Find | View All |20 ] B First (0 1:30f5 0 Last
Activity 1D Summary All Analysis Types Billing o Projects
731 $550,787.46
733 11.646.03
743 31,966.72

Flexible Analysis Template

|oh Retum to Search

t | Previous in List

Mext in List

= Notiy

Rev 08/9/2021
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Invoices by Activity Inquiry
REVISED: 03/02/2017

DESCRIPTION:
This inquiry is used to review project cost transactions related to billing invoices.

NAVIGATION PATH:
Main Menu > Project Costing > Review Costs > Accumulated Costs > Invoices by Activity

INPUT / SEARCH CRITERIA:

OUTPUT FORMAT:

Business Unit

Project

Activity

WBS ID

Project Description
Activity Description
Activity Type

Status as of Effective Date
Activity Owner

New Milestone

Online

Screenshot of the Invoices by Activity Inquiry i Search Page

Favorites = | Main Menu »

Invoices by Activity

Find an Existing Value

Search Criteria
Business Unit 50100

sty [osgns i v ]
wes o

Projsct Deseription [bagins with |
Activity Description| begins with w |
Activity Type [begins with w |

Project Costing »  »

Project| begins with v | DD0DDESE52

Review Costs » > Accumulated Costs » >

Enter any informaticn you have and click Ssarch. Leave fislds blank for & list of all valuss.

Jo e

Status as of Effective Date[= v

Activity Owner

o

Mew Milestone[= vl |

v|

[Jcase Sensitive
Limit the number of results to (up to 300} |300

Search Results
Wiz All

iness Unit  Project  Row Number WES I0) Activify

S T
| Seamh || Clear |Basic Sesrch (& Save Search Critsria

Project Description Activity Description

Invoices by Activity

First 4

1-100ef228 ‘2 Last
Activity Type Status as of Effective Date Activity Owner New Milestone

20100 DOO0095552 3 1.1 802 D028-071-651,P101 R201,5501 PE/Consfr - Constr on PE Job 911 Inactive {blank) (blank)
50100 0000095552 4 112 606 D029-071-651,P101 R201,C501 Advanced RAV Prior fo Acq. 911 Inactive (blank) (blank)
50100 0000055552 5 113 807 D029-071-651,P104 R201,C501 RAW Stakeout for Cond. and App 8101 Inactive {blank) (blank)
S0100 D000095952 6 1.1.4 608 D028-071-651,P101,R201,5501 Const. Stakeout Pricr fo Award 9101 Inactive {blank) (blank)
50100 DOO0095552 7 115 609 D029-071-651,P131 R201,5501 P.E. Educstional Coursas 911 Inactive {blank) (blank)
50100 0000095552 8 1168 811 D029-071-651,P101 R201,C501 Preliminary Surveys 911 Inactive {blank) (blank)
Rev 08/9/2021 Page 16 of 144
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Screenshot of the Invoices by Activity Inquiry Page

Fawvorites = | Main Menu ~

Invoices by Activity

Project 00000959352

Activity 602

> Project Costing = > Review Costz » > Accumulated Costs = >

Invoices by Activity

Description 0029-071-631,7101,R201,C301

Description

Invoice |
Invoices
Analysis Type Invoice
BLD FEDODOA7T
ELD FEDODO299
BLD FEDODO354
|2t Return to Search || [Z] Motify

|
Personalize | Find | View 100 | 2] L
Source Amount Currency Description
-2.92UsD FHWA Billed @50%
50.93 UsSD FHWA Billed @50%
203.71UsD FHWA Billed @50%

First

1 13 0f174 '}

Last

Rev 08/9/2021
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Journal Entries by Activity Inquiry
REVISED: 03/02/2017

DESCRIPTION:
This inquiry is used to review project cost transactions related to journal entries.

NAVIGATION PATH:
Main Menu > Project Costing > Review Costs > Accumulated Costs > Journal Entries by Activity

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online

Project

Activity

WBS ID

Project Description
Activity Description
Activity Type

Status as of Effective Date
Activity Owner

New Milestone

Screenshot of the Journal Entries by Activity - Search Page

Favorites = | Main Menu = » Project Costing~ > Review Costs+ » Accumulated Costs» @ Joumal Entries by Activity

Journal Entries by Activity

Enter any information you have and click Search. Leave fislds blank for a list of all valuss.

Find an Existing Value

Search Criteria

Business Unit D100 %
Project|begins with » | DDDDDSSE52
Activity E02
WES D
Project Description
Activity Description
Activity Typs Q
Status as of Effective Date[= ] ]

Activity Ownsr Q

Mew Mile@tone|= vl | v|

Jeyelye

[Jcase Sensitive
Limit the number of results to {up to 300); (300

- @
| Search || Clear | Basic Search [ Save Search Criteria

Search Results
Wizw All First ‘4’ 1cf1

Business Unit  Project  Row Number WES 10 Activity Project Description Activity Description Activity Type 5tatus as of Effective Date Activity Cwmer New Mi
50100 OO00095952 3 1.4.1 |80z p0028-071-651.P104,R201,C501 PEConstr - Constron PE Job 8101 Inactive {blank) ({blank)

b Last

lestone
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Screenshot of the Journal Entries by Activity Page

Favorites + | Main Menu + > Project Costing =
Journal Entries by Activity
Project DD00035952
Activity £02
Journal Entries
Analysis Type ﬁz;eral Ledger Business Journal 1D
ACT 50100 AP00034945
ACT 50100 APD0134581
ACT 50100 APD0145087
ACT 50100 APD01526586
ACT 50100 APD0222085
ATE 50100 ALCD0000OM
|Eh Return to Search || (=] Notify |

> Review Cosis + > Accumulated Costs + > .Journal Entries by Activity

Description 0029-071-631,P101,R201,C501

Description
Personalize | Find | View 100 | | = First ‘4 160f120 '}/ Last
Currency :;:;Jre Quantity Amount
usD HUR 2,298.72
usD HUR g1525 (&
usD HUR 951.78 =
usD HUR 125.37 =
usD HUR 650,84 B
usD 15.84 B

Screenshot of the Journal Entries by Activity Page i Review Journal Status

Favorites « | Main Menu « > Project Costing -

! Journal Header I| Journal Lines
Unit 50100

Fiscal Year 2014
Accounting Period 11

Ledger Group ACTUALS

>

Review Costs » > Accumulated Cosis » @ Joumnal Eniries by Activity > Rewview Journal Status

Journal ID° APDD034345 Journal Date 05/03/2014

Source AP Process Instance 1912253
Reference Number Status: Posted
Ledger Budget Status: Valid

Long Description [ Accounts Payable

Journal Line Totals

Lines 3502

w Commitment Control Amount Type

Amount Type Actuals and Recognized

User

o

e ||@ Returnto Search  ||[Z] Notify |

[B]sav

Journal Header | Journal Lines

Debits 32,334,624.49 USD Credits 32,334,624 .49 USD

Override N
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Manager Transaction Review Inquiry

REVISED: 03/01/2017

DESCRIPTION:

This inquiry is used to view transactions (cost transactions and associated billing) for a particular

project or project/activity combination.

NAVIGATION PATH:

Main Menu > Project Costing > Interactive Reports > Manager Transaction Review

INPUT / SEARCH CRITERIA:

Business Unit

Project

Activity

Contract

Contract Line Number

Analysis Type

Source Type

Category

Subcategory

Employee ID

Revenue Distribution Status

Billing Distribution Status

View Type (Detail, Summary, Template ID)
Reviewed (All, Reviewed, Not Reviewed)
Date Type (Accounting Date / Transaction Date)
From Date

Through Date

Rev 08/9/2021
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Screenshot of the Manager Transaction Review - Search Page, Detail View Type Selected

Favoriies = | Main Menu - » Project Costing~ > Interaciive Reporis »~ > Manager Transaction Review
i Manager Transaction Review || CostReview || Biling Review |
Select (7
*Business Unit [15100 o} Contract|0000001425 Q
Project Q. Contract Line Number Q.
Activity QL Selsct Project Activities
Analysis Type o} Employee ID o}
Source Type Q Revenue Distribution Status| v|
Category a Billing Distribution Status| v
Subcategory &}
View Type 2 Reviewed (2
@ Detail
O Summary Template ID ® an ) Reviewed ) Not Reviewed
Transaction Summary Template
Date Type
Date Type| v| From Date El Through Date El
Search | | Reset |
IManager Transaction Review | Cost Review | Billing Review

Screenshot of the Manager Transaction Review Page - Cost Review - General Tab

L1
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